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RESPORSIBILITIES OF AN AREA RECORDS OFFICER

Under the Administrative direction of a semior officer of & major organe
isational area of the agency, and the technical direction of the Records
Mansgemont and Distribution Branch of the Office of Gemersl Services,

the Area REecords Officer is directly responsible for conformance to Agency

regulations relating to records management snd acts as lisison officer
with the Recards Mansgement and Mistribution Branch on all matters involve
ing Agency poliey, clearance and review., Such officer is directly respone
sible for carrying out & records management program encompassing the
follouing:

Records Creation

I..

A

B.

L.

Be

Creation of necessary records to provide adequate documentae
tion including the:

1. Designation of official record coples of correspondence
and docmments.

2. The control and limitation on the muber of coples of
docaments created.

Carrespondence management, including instructions for
proparation and utiliszation of form letters, pattern

Forms mansgement, including design of forms for maximum
uss and slegquscy of the form records; limitation of mmber
of forms snd mumber of copies of forms. Determine at the
time 2 form is created, the ulitimate dlsposition of the
form record. :

Reports nanagemsnt, including adequate reporting, eliminae
tie of unessential coples of reports, elimination of
cbavlete reports and messential £iling of reports.

Fecords Maintenance

A

B.

Ce

Detereine proper orgardzation of records to provide maximum
utilization and secwrity, including the establishment ofs

1. Centralized record facilities and/or

2. Decentralized record facilities,

Egtatllish and maintain a uniform system for classifying and
filing records.

Develop standards and control the methods and procedures used
in processing end filing 411 records, either cemtralized or
decentralived, ‘

AppRwe Providelcbbatiog madd & o1 Arprrs Yess 5xiiedeony oetadenc:

smrvice 1s avallable and furnished,
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E. Maintain s current master inventory of eccumulated records
of the office, including their types, locations and volume.

F. Perioticelly swrvey and inspect records activitles.

8. Bsteblish control procedures for receiving, recording and
. routing inceming communications.

H. Estsblish control procedurss for clearance and dispatch of
oatgeing cossmard cations.

I. Provide for the identification and orderly deposit of
Vital Materials.

d. Control the uec of filing equipment and supplies.
ITI. Records Disposition

A. Provide for the storage, preservatien, proiection and
stevicing of samieactive or inaclive records.

B. Srgluste records for admint strative, legal, reseérch,
or other use.

Ce Periodically swrvey records in order to remove inactive
onss and plan for their retirement or dispossl.

D. Develop office records retentlon and disposel schedules.
B. Secure any necessary clearance of proposed disposal of

F. Develop and submit, through the Records Management and
Blatribution Sx'mh, lists and schedules requesting
gathority from the Nationgl Archives and Congress for the
disposal of records as they outlive their usefulness.

8. Develop and exocule procedures for the disposal of records
in sccordsnce with established practicaa and suthority granted.

RE. Ingure the proper application of disposal amthority.

I. Meintzin adequate data to furmish information and reports on
records d&lsposal.

J. Comtrol the spplication of microphotography to reports.
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